Instructions for requesting access to an ERIC account:

1. First, you must create your own DEQ Portal account. Only registered users of
the DEQ Portal can gain access to ERIC. First time users need to create a
portal account. Point your web browser to the LDEQ Emissions Inventory
home page: http://www.deq.louisiana.gov/ERIC
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2. Click on the Register button that is just below the DEQ logo, and it will bring
you to the following screen:
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*Note: Membership to this portal is Verified. Once your account information has been submitted, you will receive an
emai containing your unique Verification Code. The Verification Code will be required the first time you attempt to sign
in to the portal environment. All fields marked with an red arrow are required.
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Enter a password.
@ Password: (<]
© Confirm Password: o
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below
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3. Complete the registration form shown above to create your DEQ Portal
Account.
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4. The LDEQ portal system will automatically give you a screen message (see
below) and send you a confirmation email.
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An e-mail with your verification code has been sent to your e-mail address:

john.doe@email.com
Please access your in-box and get the verification code, which is required to log-in first

time.

5. Follow the instructions in the email (sample below) to activate your portal
account.
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From:

Date: Monday, March 19, 2007 3:07 FM

To:

Subject:  Louiziana Department of Environmental Quality New User Registration

B

Dear John Doe,

We are pleased to advise that vou have been added as a Registered User to Louisiana
Department of Environmental Quality. Please read the following information carefully
and be sure to save this message in a safe location for future reference.

Portal Website Address: http:/www.deq. louisiana.gov
Usemame: jdoe

Password: mypassword
Verification Code: 0-232

You may use the following link to complete vour verified registration:

http:'www.deq louisiana gov/portal/default aspx7ctl=L ogin&usemame=jdoedrverificatio

ncode=0-232 I

Please take the opportunity to visit the website to review its content and take advantage
of its many features.
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6. Once your DEQ portal account is active, log back in to the portal and back to
the Emissions Inventory home page: http://www.deq.louisiana.gov/ERIC.
Complete this screen, including entering the Verification code that you
received in your email from DEQ to complete login.
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7. With a successful Login to the Portal, you will be directed back to the
Emissions Inventory home page. On the left side of the page, click on the link
Login to ERIC.
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8. At the bottom of the ERIC home page screen, you will see a link (shown
below) to request access to an ERIC account:

@ Request access to a Facility (El submitters, responsible officials, or designated consultants only)

9. When you click this link, you will be directed to the access request page,
which shows two options. Select the option labeled “I am an employee of the
facility owner, or a designated
consultant”:

Use this form to request access to a facility for Emissions Inventory reporting purposes.

@I am an employee of the facilty owner | or a designated consultant

Fleaze enter the Lgency Interest number(s) you need access to:

“ou can request aceess to more than ane Al at atime - just type in the values separated by commas.

The following information will accompany your reguest. By making this regquest, you agree to allow thiz information to be shared with the account
manager(s) for the Agency Interest Mumber to which you are requesting access,

First Mame: Jahn
Last Mame: Haasbeelk

Email john@haasheek.caom

OI have received a preregistration code in the mail

Subrmnit ][ Cancel

10. You are prompted to enter the Agency Interest numbers you want access to
(use a comma separated list if you are requesting access to more than one
account). You are also notified that your portal account information (name
and email address) will be made available to the Administrator of the
account(s) you are requesting access to. Click the “Submit” button to
continue.

11. The ERIC system will display the Agency Interest(s) you have requested
access to and ask you to confirm the request. Make sure the accounts are
those you intended and click “Confirm” if they are correct. Your request will
be added to the administration screen for the account(s) you have requested.
However, the administrator for the account is not notified by email, so please
remember to contact them directly to let them know you have made the
request. Also note that you will not receive a system email letting you know
if or when access is granted.
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